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How to Complete a Renewal Application to DCYF on ECEDS 
v.2 – 5/16/2016 
 
The Early Care and Education Data System (ECEDS) can now to be used to complete a license renewal 
application for the Department of Children, Youth and Families (DCYF).  
 
Here are the steps to complete your renewal application: 
We strongly recommend completing the Program Portal prior to beginning an application. 
 

Step 1. Prepare to complete an application 
a. Have all staff members register on workforce registry 

i. For Instructions, follow the above link and click on ‘I need to create an account’ 
ii. Read the ‘Exceed user TIP SHEETS’ for more information about setting up a registry 

account 
b. Complete Program Portal 

Step 2. Access your application(s) 
Step 3. Print your application for submission 
Step 4. Once your application is approved, the status will be updated in your DCYF Renewal 
Application Summary page in your program portal.  If any additional information is required, your 
DCYF Licensing worker will contact you.  If you have any questions about your in process application, 
contact DCYF directly. 

 
 

  

https://support.exceed.ri.gov/
https://exceed.ri.gov/docs/Program_Portal_Instructions.pdf
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Step 2. Access Your Application(s) 
You may begin an application and come back to it as many times as you 
would like until you are satisfied and ready to submit it to DCYF. Once 
you are satisfied with your application, you can print the completed 
application along with all supporting documents, and mail it to DCYF.   
 
To begin your DCYF Renewal Application, use the menu on the left-hand 
side of the screen. Go to the Applications section of the menu, and select 
DCYF Renewal Application. On the screen that appears, click the Start 
New Application button. Note: You can come back to this screen 
anytime to keep working on your application. Simply find it in the list 
and click the Select button.  
 
The application uses data from your Program Portal. If you have entered 
information about your program in the Program Portal, that information 
will automatically appear in your DCYF Renewal Application.  Then, all 
you need to do is review the information, make adjustments as needed 
and submit. For this reason, we strongly recommend completing the 
Program Portal prior to beginning an application. 
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Once you have begun your application, an overview of the application appears.  There are 12 sections to 
visit. If you have already entered data into the Program Portal, that data will appear in these sections. 
Visit each section of the application by clicking on each section, or selecting Expand All on the top menu 
bar. For each section, you will need to confirm the accuracy of the information by clicking the Confirm 
and Next button. If you find any error in the information you have supplied, make changes in the correct 
Program Portal section, and then return to the application to confirm what you entered.  
 

1. Current Licensing Information 
2. Review Application Type 
3. Confirm Program Information 
4. Confirm Program Accreditations, Characteristics & Funding 
5. Confirm Hours of Operation 
6. Confirm Program Calendar 
7. Confirm Meals 
8. Confirm Languages 
9. Confirm Staffing & Other Adults 
10. Confirm Classrooms & Spaces 
11. Confirm Program Documentation 
12. Complete Acknowledgements 

 
After you complete at least one section of the application, you can print a draft of the application by using 
the Print Draft Application on the top menu bar. 
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Step 3. Print the application for submission 
 
You have now completed the application and it is time to print and mail it to DCYF. You have 2 options: 

1) Print the application and attach the necessary paperwork from your files 
2) Print the application and all relevant documents that you have uploaded to ECEDS in the Program 

Portal, by selecting them individually from the menu. 
 
After you have made your selections, click the Print button. 
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1. Current Licensing Information 
This section lists details associated with your program. Data in this section includes your DCYF 
license information, BrightStars Rating, and CECE Approval status. To update any of this 
information, please contact the Helpdesk (support.exceed.ri.gov) with details about the 
information you would like to update and Exceed will forward to your licensor. 

 
 
 

2. Review Application Type 
On this screen, confirm the type of application you are submitting to DCYF and the ages served 
associated with your DCYF license. If the information is not correct, follow the directions on the 
screen. Otherwise, click Confirm and Next. 
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3. Confirm Program Information 
This page lists more detail about your license with DCYF. Please review the information, and if the 
information is not correct, contact DCYF via the Helpdesk (support.exceed.ri.gov) with details 
about the error. 
 
Complete all fields noted with a red asterisk (*). 
 
Click Save and Next.  
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4. Confirm Program Accreditations, Characteristics & Funding 
 
Accreditation information, funding and affiliation data is pulled from information entered in the 
Program Portal. To add details, follow the instructions on the screen. 
 
The “Accepts CCAP” information comes from DHS. If this is incorrect, please contact DHS via the 
Helpdesk (support.exceed.ri.gov) with details about how it should be updated. 
 
The “Setting” information comes from DCYF. If this is incorrect, please contact DCYF via the 
Helpdesk (support.exceed.ri.gov) with details about how it should be updated. 
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5. Confirm Hours of Operation 
This information is pulled from the Program Portal. For instructions on how to update it, follow 
the instructions on the screen. You only need to enter information for the days you are open, so if 
you are open Monday through Friday, do you do need to enter anything for Saturday and Sunday. 
 
If you have not entered your hours of operation in the Program Portal, your screen will say “No 
Hours of Operation Data Found.” 

 

 
 

6.Confirm Program Calendar 
This information is pulled from the Program Portal. For instructions on how to update it, follow 
the instructions on the screen. 
 
If you have not entered your program calendar in the Program Portal, your screen will say “No 
Closure Dates Found.” 
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7. Confirm Meals 
This information is pulled from the Program Portal. For instructions on how to update it, follow 
the instructions on the screen. 
 
If you have not entered your meals provided in the Program Portal, your screen will say “No Meals 
Are Served by this Program.” 

 
 

 
 

8. Confirm Languages 
This information is pulled from the Program Portal. For instructions on how to update it, follow 
the instructions on the screen. 

 
 

9. Confirm Staffing & Other Adults 
This information is pulled from the Program Portal. For instructions on how to update it, follow 
the instructions on the screen. Please ensure that each staff has a Position assigned to them, and if 
appropriate, a Regulatory Role. 
 
If you have not entered your staff and their roles in the Program Portal, your screen will just list 
the administrator of the program.  
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10. Confirm Classrooms & Spaces 
This information is pulled from the Program Portal. For instructions on how to update it, follow 
the instructions on the screen. 
 
Please complete the fields noted with a red asterisk (*).  The Map field will show a classroom map 
if one was uploaded in your Documents section on the Program Portal.  
 
If you have not entered your classrooms in the Program Portal, your screen will say “No 
Classrooms Found.” 
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11. Confirm Program Documentation 
 
This page lists the documentation required for a renewal application to DCYF.  
 
If you want to store your program-related documents relevant to your DCYF license electronically, 
you can upload them in the Program Portal.  They will then be available to print as part of your 
application to form your application packet. 
 
If you have uploaded documentation but it is expired, it will be highlighted in red. 
 
If you haven’t uploaded any documentation, the screen will say “There are currently no documents 
associated with your program.” 
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12. Complete Acknowledgements 
 
 Please read each statement and mark the checkbox next to it to mark your understanding and 
agreement to each DCYF Acknowledgement. All of these are required. 
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